Management Communication

BUS 5290
Fall 2008
Instructor:
Anne Grinols 




Office Hours:


Office:

244 Graduate Programs Office


Tue/Wed 2-3 pm 
E-mail:

Anne Grinols@baylor.edu



and by appointment
Telephone:
254-710-7851

Texts: 

Req. Management Communication, 3rd ed. Hattersley & McJannet, McGraw-Hill Irwin, 2008

         Course handouts (provided)

Rec. Guide to Managerial Communication, 7th ed. Munter, Prentice Hall, 2006

Rec. Corporate Communication, 4th ed. Argenti, McGraw Hill Irwin, 2007

Rec. Principle-centered Leadership, Covey, Fireside, 1992

COURSE DESCRIPTION

In this class, you will learn how to communicate effectively in business settings, from executive presentations to think-on-your feet opportunities to small-group interaction. You will identify barriers to communication and learn how to break down those barriers.  You will discuss ethics and other corporate communication issues.  Throughout the class, you will acquire vital communication skills and strategies that will help you reach your career objectives.

COURSE LEARNING OBJECTIVES 

1. Identify and eliminate communication barriers in business.

2. Learn and apply techniques to improve individual and team presentations.

3. Improve coherence and execution of business writing.

4. Identify elements and outcomes of giving and receiving effective feedback.

5. Acquire effective techniques for interpersonal communication and teamwork.

6. Enhance awareness of appropriate communication of ethical values and behavior. 

7. Identify and process ethical frameworks, dilemmas, and conflicts of interest.

8. Acquire increased proficiency for think-on-your-feet communication opportunities.

9. Enhance ability to communicate persuasively and with sensitivity to diverse audiences.

10. Understand and apply principles in communicating change; crisis communication;

      communicating with the media; web-based communication; identity, reputation, and

      image; cross-cultural communication; communicating leadership; and internal/external

      communication.

COURSE COMPONENTS
1. Development of Goal Statement Report and Goal Progress Report

2. Team Case and Web-based Presentations

3. Midterm

4. TOYF and TOYF-ACE Exercises

5. Ethics Project

6. In-class Exercises, Case Analysis, and Discussion

CLASS WRITTEN ASSIGNMENTS

Goal Statement: Memo Format

On Tuesday, September 2nd (in class), submit 2 hard copies of an individual goal statement for the semester.  Goals should be selected from the MBA Program Goal Objectives included with this syllabus.  Select 2 objectives from the list plus 1 goal related to your career search plans for the semester.  Be concise: This assignment must be limited to 1 double-spaced page, size 12-font Times New Roman or 11-font Arial, memo format, as described in class. Be specific. Goals should be SMART (specific, measurable, assignable, realistic, and time-bound). You will refer to these goals when preparing your Goal Update in November. See last page of syllabus for list of objectives and assignment information.

Goal Update Report: Memo Format


On Tuesday, November 25th (in class), submit 1 copy of a progress report explaining what you have done during the semester to accomplish each goal included in your original goal statement.  Indicate the degree to which you have accomplished your goals.  Observe the same criteria as for the original Goal Memo assignment.

Ethics Project


TBA

GRADING:  POINTS AVAILABLE


Activity/Assignment

Points

Goal Report Memo


100

Team Case Presentation

100

TOYF Application


  50

Midterm



100

Ethics Project



100

Web Project Presentation

200

Team Feedback


  50

Goal Update Memo


100

TOYF - ACE



100

Class Participation (exercises & disc.)
100



TOTAL

           1000

GENERAL INFORMATION

Please note the following information which will be observed consistently throughout your MBA curriculum. Note also, that team assignments are expected to be done collaboratively, with everyone participating. Individual assignments should be done on your own. 

Baylor University Honor System

 Ethics are an integral feature of all personal, social, and professional considerations. Competency in thinking ethically and accepting responsibility for one's actions is essential to personal and professional development. Baylor graduates are committed to their intellectual, ethical, professional, and social development throughout life.
 

Baylor MBA students have affirmed their commitment to ethical and professional conduct specifically agreeing in writing to the following:
 

· Affirmation of Expectations of Professional and Academic Conduct 

· Guidelines for Citations and References 

· Constitution of the Baylor University Honor System
Turnitin.com Students agree that by taking this course, all required papers, exams, class projects or other assignments submitted for credit may be submitted to turnitin.com or similar third parties to review and evaluate for originality and intellectual integrity. A description of the services, terms and conditions of use, and privacy policy of turnitin.com is available on its web site: http://www.turnitin.com. Students understand all work submitted to turnitin.com will be added to its database of papers. Students further understand that if the results of such a review support an allegation of academic dishonesty, the course work in question as well as any supporting materials may be submitted to the Honor Council for investigation and further action.

Class Attendance 

University policy concerning absenteeism is detailed in the Class Attendance section of the Student Handbook. The policy states: "A student who misses more than 25 percent of the class meetings of a course automatically fails."  As per university policy: "The student bears the responsibility for the effect absences may have upon class participation, announced and unannounced examinations, written assignments, reports, papers and other means of evaluating performance in a course."  On-time attendance is required for all classes. 

MBA Learning Goals

The MBA learning goals are listed below.  While core courses include all goals to some degree, each emphasizes those relevant to its subject.  Management Communication emphasizes Program Goals 3, 4, & 5. The objectives listed reflect some areas of emphasis.
  1. To understand and apply theoretical knowledge in integrated fundamental areas of accounting, economics, finance, information systems, marketing, operations management, organization behavior, quantitative business analysis, and strategic management;

  2. To think critically, to solve problems effectively, and make decisions strategically across functional areas; 

  3. To work collaboratively with others in cross-functional teams, and to motivate, lead, and mentor others;

Objective: Function as effective group/team member in course projects

Objective: Function as effective group/team leader in a course project 
  4. To articulate ideas and information effectively and persuasively in every business context. 

       Objective: Prepare and deliver audience-based executive presentations

       Objective: Exercise judgment in interpersonal communication

       Objective:  Acquire new understanding and appreciation of unfamiliar cultures

  5. To apply core ethical values of integrity, accountability, and service in all circumstances. 

Objective: Identify and process ethical frameworks and apply to business situations

       Objective: Use time efficiently; keep commitments to colleagues in team projects
Goal Report Assignment:  Choose 2 objectives from the 7 listed above in bold for your Goal Report.  In addition, identify and describe your own career objective for this semester, making a total of 3 objectives for this assignment. For each objective, create and describe your own SMART* goal.  *SMART Goals are Specific, Measurable, Attainable, Realistic, and Time-bound.
Grading Scale





A	920-1000 points


A-	900-919 points


B+	880-899 points


B	820-879 points


B-	800-819 points


C+	780-799 points


C	720-779 points


C-	700-719 points


D	600-699 points


F	Below 600 points








